
Performance II 

CHILD PROTECTION & SAFEGUARDING POLICY 
Terminology  
Organisation Performance II 
Safeguarding and promoting the welfare of children refers to the process of protecting children from 
maltreatment, preventing the impairment of health or development, ensuring that children grow up in 
circumstances consistent with the provision of safe and effective care and taking action to enable all children to 
have the best outcomes.  
Child protection refers to the processes undertaken to protect children who have been identified as suffering, 
or being at risk of suffering significant harm.  
Staff refers to all those working for or on behalf of Performance II in either a paid or voluntary capacity.  
Child includes everyone under the age of 18.  
Parent refers to birth parents and other adults who are in a parenting role, for example step-parents, foster 
carers and adoptive parents. 
 
Performance II values young people and children as being a vital part of the organisation 
and desires to see them grow, mature and be challenged in a healthy and safe environment.  

The name of the Child Protection Officer for the organisation will be displayed in 
Performance II minutes July 2017 and a copy of this child protection policy will be kept with 
the Treasurer and Coordinator.  

Performance II acknowledges the duty of care to safeguard and promote the welfare of 
children and is committed to ensuring safeguarding practice reflects statutory 
responsibilities, government guidance and complies with best practice and Local 
Safeguarding Children Board requirements. 

Policy aims:  
• To provide all staff with the necessary information to enable them to meet their 

safeguarding and child protection responsibilities  
• To ensure consistent good practice  
• To demonstrate Performance II commitment with regard to safeguarding and child 

protection to parents and other partners  
 
The policy recognises that the welfare and interests of children are paramount in all 
circumstances. It aims to ensure that regardless of age, ability or disability, gender 
reassignment, race, religion or belief, sex or sexual orientation, socio-economic background, 
all children 

• have a positive and enjoyable experience of the arts at Performance II in a safe and 
child centred environment 

• are protected from abuse whilst participating in the arts or outside of the activity.  
 

Performance II acknowledges that some children, including disabled children and young 
people or those from ethnic minority communities, can be particularly vulnerable to abuse 
and we accept the responsibility to take reasonable and appropriate steps to ensure their 
welfare.    

 

As part of our safeguarding policy Performance II will 

• promote and prioritise the safety and wellbeing of children and young people 



• ensure everyone understands their roles and responsibilities in respect of 
safeguarding and is provided with appropriate learning opportunities to recognise, 
identify and respond to signs of abuse, neglect and other safeguarding concerns 
relating to children and young people 

• ensure appropriate action is taken in the event of incidents/concerns of abuse and 
support provided to the individual/s who raise or disclose the concern 

• ensure that confidential, detailed and accurate records of all safeguarding concerns 
are maintained and securely stored 

• prevent the employment/deployment of unsuitable individuals 
• ensure robust safeguarding arrangements and procedures are in operation.  
•  

The policy and procedures will be widely promoted and are mandatory for everyone involved 
in Performance II. Failure to comply with the policy and procedures will be addressed without 
delay and may ultimately result in dismissal/exclusion from the organisation. 

Monitoring  

The policy will be reviewed on an annual basis to ensure that it is meeting its aims.. 

Child Protection Representative/ Officer (CPO) 

The CPO coordinates child protection issues and liaises with external agencies (eg Social 
Care, LSCB and Educational Institutions). If any worker has any child safety concerns, they 
should discuss them with him/her.   He/she will take on the following responsibilities: 

• Ensuring that the policy is being put into practice; 
• Being the first point of contact for child protection issues; 
• Keeping a record of any concerns expressed about child protection issues; 
• Bringing any child protection concerns to the notice of the Management Committee 

and contacting the Local Authority if appropriate; 
• Ensuring that paid staff and volunteers are given appropriate supervision; 
• Ensuring that everyone involved with the organisation is aware of the identity of the 

Child Protection Representative. 
 

Trips/Outings 

1. When organising a trip/outing make sure a trip/outing slip is completed. This 
includes details about the trip and a section for parents to give their consent. 
These slips must be returned before the event takes place and must be brought 
on the trip with the completed group information/consent forms. (If a group 
information/consent form has not already been completed for a child or young 
person, then it will need to be completed). 

2. Ensure that there is adequate insurance for the work and activities. 
 

Personal/Personnel Safety 

• A group of children or young people under sixteen should not be left unattended at 
any time. 



• Avoid being alone with an individual child or young person for a long time. If there is 
a need to be alone with a child or young person (e.g. first aid or he/she is distressed) 
make sure that another worker knows where you are and why. 

• At no time should a volunteer or worker from any external organisation arrange to 
meet a young person away from the activity without someone else being there. 

• As such meetings should be planned and have the approval of a member of the 
Committee (this must be someone other than the organiser themselves). 

• Teenage assistants should always be supervised. 
 

 
Child Safety 

1. Make sure that the area you are using for activities is fit for the purpose, e.g. remove 
furniture, which could cause injury in energetic games. 
 

2. Make sure that all workers and assistants know 
• Where the emergency phone is and how to operate it 
• Where the first aid kit is 
• Who is responsible for First Aid and how to record accidents or injuries in the 

incident book 
• What to do in the event of a fire or other emergency 

 
New Workers 

Workers and assistants are by far the most valuable resource the group has for working with 
young people. When recruiting and selecting paid workers and volunteers the following steps 
will be taken: 

• Completion of an application form; 
• An interview by three people from the Committee, who will take the final decision; 
• Identifying reasons for gaps in employment, and other inconsistencies in the 

application; 
• Checking of the applicants’ identity (passport, driving license, etc); 
• Taking up references prior to the person starting work; 
• Ensuring Disclosure and Barring Service (DBS) checks have been carried out 

through relevant local agencies approved by the Disclosure and Barring Service 
(DBS) 

• Taking appropriate advice before employing someone with a criminal record; 
• Allowing no unaccompanied access to children until all of the above have been 

completed; 
• A probationary period of 3 months for new paid workers and volunteers; 
• On-going supervision of paid workers and volunteers; 
• Ensuring good practice is followed in working with children and young people by 

providing appropriate training and guidance;  
• A nominated child Protection representative on the Management Committee. 

 

Allegations against staff  

If anyone makes an allegation of child abuse against a member of staff: 



• The allegation will be recorded on an Incident record form. Any witnesses to the 
incident should sign and date the entry to confirm it. 

• The allegation must be reported to the Local Authority Designated Officer (LADO) and to 
Ofsted. The LADO will advise if other agencies (eg police) should be informed, and the 
organisation will act upon their advice. Any telephone reports to the LADO will be 
followed up in writing within 48 hours. 

• Following advice from the LADO, it may be necessary to suspend the member of staff 
pending full investigation of the allegation. 

• If appropriate the organisation will make a referral to the Disclosure and Barring Service. 
 

Promoting awareness among staff 

Performance II promotes awareness of child abuse and the risk of radicalisation through its 
staff training. The organisation ensures that: 

• the designated CPO has relevant experience and receives appropriate training in 
safeguarding and the Prevent Duty, and is aware of the Channel Programme and 
how to access it 

• safe recruitment practices are followed for all new staff 
• all staff have a copy of this Safeguarding (Child Protection) policy, understand its 

contents and are vigilant to signs of abuse, neglect or radicalisation 
• all staff are aware of their statutory duties with regard to the disclosure or discovery 

of child abuse, and concerns about radicalisation 
• all staff receive basic safeguarding training, and safeguarding is a permanent agenda 

item at all staff meetings 
• all staff receive basic training in the Prevent Duty 
• the Club’s procedures are in line with the guidance in ‘Working Together to 

Safeguard Children (2015)’ and staff are familiar with ‘What To Do If You’re Worried 
A Child Is Being Abused (2015)’. 

Use of mobile phones and cameras 

Photographs will only be taken of children with their parents’ permission. Only the club 
camera will be used to take photographs of children at the Club, except with the express 
permission of the manager. Neither staff nor children nor visitors may use their mobile 
phones to take photographs at the Club. For more details see our Mobile Phone Policy. 

Training 

It is a great benefit if workers undertake regular training for this type of work. The committee 
should keep workers informed of relevant courses. 

What is child protection? 

Child protection is the response to the different ways in which a young 
person’s or child’s physical, emotional, intellectual and spiritual health are 
damaged by the actions of another person. 

Child abuse and neglect 



Child abuse is any form of physical, emotional or sexual mistreatment or lack of care that 
leads to injury or harm. An individual may abuse or neglect a child directly, or by failing to 
protect them from harm. Some forms of child abuse and neglect are listed below.  

• Emotional abuse is the persistent emotional maltreatment of a child so as to cause 
severe and persistent adverse effects on the child’s emotional development. It may 
involve making the child feel that they are worthless, unloved, or inadequate. Some level 
of emotional abuse is involved in all types of maltreatment of a child, though it may occur 
alone. 

• Physical abuse can involve hitting, shaking, throwing, poisoning, burning, drowning, 
suffocating or otherwise causing physical harm to a child. Physical harm may be also 
caused when a parent or carer feigns the symptoms of, or deliberately causes, ill health 
to a child. 

• Sexual abuse involves forcing or enticing a child to take part in sexual activities, whether 
or not the child is aware of what is happening. This can involve physical contact, or non-
contact activities such as showing children sexual activities or encouraging them to 
behave in sexually inappropriate ways. 

• Neglect is the persistent failure to meet a child’s basic physical and emotional needs. It 
can involve a failure to provide adequate food, clothing and shelter, to protect a child 
from physical and emotional harm, to ensure adequate supervision or to allow access to 
medical treatment. 

Signs of child abuse and neglect 

Signs of possible abuse and neglect may include:  
• significant changes in a child's behaviour  
• deterioration in a child’s general well-being 
• unexplained bruising or marks 
• comments made by a child which give cause for concern 
• reasons to suspect neglect or abuse outside the setting, eg in the child’s home, or 

that a girl may have been subjected to (or is at risk of) female genital mutilation 
and/or 

• inappropriate behaviour displayed by a member of staff, or any other person. For 
example, inappropriate sexual comments, excessive one-to-one attention beyond the 
requirements of their role, or inappropriate sharing of images.  

If abuse is suspected or disclosed 

When a child makes a disclosure to a member of staff, that member of staff will: 
• reassure the child that they were not to blame and were right to speak out  
• listen to the child but not question them 
• give reassurance that the staff member will take action 
• record the incident as soon as possible (see Logging an incident below). 

If a member of staff witnesses or suspects abuse, they will record the matter straightaway 
using the Logging a concern form. If a third party expresses concern that a child is being 
abused, we will encourage them to contact Social Care directly. If they will not do so, we will 
explain that the organisation is obliged to and the incident will be logged accordingly. 

Peer-on-peer abuse 



Children are vulnerable to abuse by their peers. Peer-on-peer abuse is taken seriously by 
staff and will be subject to the same child protection procedures as other forms of abuse. 
Staff are aware of the potential uses of information technology for bullying and abusive 
behaviour between young people.  

Staff will not dismiss abusive behaviour as normal between young people. The presence of 
one or more of the following in relationships between children should always trigger concern 
about the possibility of peer-on-peer abuse:  

• Sexual activity (in primary school-aged children) of any kind, including sexting 
• One of the children is significantly more dominant than the other (eg much older) 
• One of the children is significantly more vulnerable than the other (eg in terms of 

disability, confidence, physical strength)  
• There has been some use of threats, bribes or coercion to ensure compliance or 

secrecy.  

If peer-on-peer abuse is suspected or disclosed 

We will follow the same procedures as set out above for responding to child abuse. 

Extremism and radicalisation 

All childcare settings have a legal duty to protect children from the risk of radicalisation and 
being drawn into extremism. There are many reasons why a child might be vulnerable to 
radicalisation, eg: 

• feeling alienated or alone 
• seeking a sense of identity or individuality 
• suffering from mental health issues such as depression 
• desire for adventure or wanting to be part of a larger cause 
• associating with others who hold extremist beliefs 

Signs of radicalisation 

Signs that a child might be at risk of radicalisation include: 

• changes in behaviour, for example becoming withdrawn or aggressive 
• claiming that terrorist attacks and violence are justified 
• viewing violent extremist material online 
• possessing or sharing violent extremist material 

 

What you should do 

1. Listen to the child/young person 
2. Look at them directly and do not promise to keep any secrets before you know what 

they are, but always let the child/young person know if, and why, you are going to tell 
anyone  

3. Look at them directly and do not promise to keep any secrets before you know what 
they are, but always let the child/young person know if, and why, you are going to tell 
anyone 

4. Take whatever is said to you seriously and help the child/young person to trust 
his/her own feelings. Take notes of exactly what is said to you avoiding assumptions 
and conjecture. 



5. If a member of staff suspects that a child is at risk of becoming radicalised, they will 
record any relevant information or observations on a Logging a concern form, and 
refer the matter to the CPO. 

 

Logging a concern 

All information about the suspected abuse or disclosure, or concern about radicalisation, will 
be recorded on the Logging a concern form as soon as possible after the event. The record 
should include: 

• date of the disclosure, or the incident, or the observation causing concern 
• date and time at which the record was made 
• name and date of birth of the child involved 
• a factual report of what happened. If recording a disclosure, you must use the child’s 

own words 
• name, signature and job title of the person making the record. 

The record will be given to the CPO who will decide on the appropriate course of action.  

For concerns about child abuse, the CPO will contact Social Care. The CPO will follow up 
all referrals to Social Care in writing within 48 hours. If a member of staff thinks that the 
incident has not been dealt with properly, they may contact Social Care directly. 

For minor concerns regarding radicalisation, the CPO will contact the Local Safeguarding 
Children Board (LSCB) or Local Authority Prevent Co-ordinator. For more serious concerns 
the CPO will contact the Police on the non-emergency number (101), or the anti-terrorist 
hotline on 0800 789 321. For urgent concerns the CPO will contact the Police using 999. 

What you should not do 

• Project workers/volunteers should not begin investigating the matter themselves. 
• Do not discuss the matter with anyone except the correct people in authority. 
• Do not form your own opinions and decide to do nothing. 

Things to say or do: 

• ‘What you are telling me is very important’ 
• This is not your fault’ 
• ‘I am sorry that this has happened/is happening’ 
• ‘You were right to tell someone’ 
• What you are telling me should not be happening to you and I will find out the best 

way to help you’ 
• Make notes soon after the event. Try to write down exactly what the young person or 

child said. Avoid assumptions or conjecture. 
Things not to say or do: 

• Do not ask leading questions – Why? How? What? 
• Do not say ‘Are you sure?’ 
• Do not show your own emotions e.g. shock/disbelief 
• Do not make false promises 

 

 



Appendix A 

Contact numbers 

• Social Care:  

Initial Point of Contact (IPOC) 020 8871 6622 (9am to 5pm) / 

ipoc@wandsworth.gov.uk 

• Social Care out of hours contact:  

020 8871 6000 / ipoc@wandsworth.gov.uk 

• LADO (Local Authority Designated Officer):  

020-8871 7440 / LADO@wandsworth.gov.uk or 

mash.duty@wandsworth.cjsm.net 

• LSCB (Local Safeguarding Children Board):  

020 8871 7401 / www.wscb.org.uk  

• Local Authority Prevent Co-ordinator:  

The Multi Agency Safeguarding Hub Team, 020 8871 6622, 

MASH@wandsworth.gov.uk  

• Police: 101 (non-emergency) or 999 (emergency) 

• Anti-terrorist hotline: 0800 789 321 

• NSPCC: 0808 800 500 

• Ofsted: 0300 123 1231 



Appendix B  

Data Protection  

At Performance II we respect the privacy of the children attending the Club and the privacy 
of their parents or carers, as well as the privacy of our staff. Our aim is to ensure that all 
those using and working at Performance II can do so with confidence that their personal data 
is being kept secure. 

Our lead person for data protection is Gina Odey. The lead person ensures that the 
organisation meets the requirements of the GDPR, liaises with statutory bodies when 
necessary, and responds to any subject access requests. 

Confidentiality 

Within the organisation we respect confidentiality in the following ways: 

• We will only ever share information with a parent about their own child. 

• Information given by parents to Performance II staff about their child will not be passed 
on to third parties without permission unless there is a safeguarding issue (as covered in 
our Safeguarding Policy). 

• Concerns or evidence relating to a child’s safety, will be kept in a confidential file and will 
not be shared within the organisation, except with the designated Child Protection Officer 
and the manager. 

• Staff only discuss individual children for purposes of planning and group management. 

• Staff are made aware of the importance of confidentiality during their induction process. 

• Issues relating to the employment of staff, whether paid or voluntary, will remain 
confidential to those making personnel decisions. 

• All personal data is stored securely on a password protected computer.  

• Students on work placements and volunteers are informed of our Data Protection policy 
and are required to respect it. 

Information that we keep 

The items of personal data that we keep about individuals are documented on our personal 
data matrix. The personal data matrix is reviewed annually to ensure that any new data 
types are included. 

Children and parents: We hold only the information necessary to provide a childcare service 
and workshops for each child. This can include child registration information, medical 
information, parent contact information, attendance records, incident and accident records 
and so forth. Once a child leaves our care we retain only the data required by statutory 
legislation and industry best practice, and for the prescribed periods of time. Electronic data 
that is no longer required is deleted and paper records are disposed of securely or returned 
to parents.  



Staff: We keep information about employees in order to meet HMRC requirements, and to 
comply with all other areas of employment legislation. We retain the information after a 
member of staff has left our employment for the recommended period of time, then it is 
deleted or destroyed as necessary. 

Sharing information with third parties 

We will only share child information with outside agencies on a need-to-know basis and with 
consent from parents, except in cases relating to safeguarding children, criminal activity, or if 
required by legally authorised bodies (eg Police, HMRC, etc). If we decide to share 
information without parental consent, we will record this in the child’s file, clearly stating our 
reasons.  

We will only share relevant information that is accurate and up to date. Our primary 
commitment is to the safety and well-being of the children in our care.   

Some limited personal information is disclosed to authorised third parties we have engaged 
to process it, as part of the normal running of our business, for example in order to take 
online bookings, and to manage our payroll and accounts. Any such third parties comply with 
the strict data protection regulations of the GDPR.  

Subject access requests 

• Parents/carers can ask to see the information and records relating to their child, and/or 
any information that we keep about themselves.  

• Staff and volunteers can ask to see any information that we keep about them.  

• We will make the requested information available as soon as practicable, and will 
respond to the request within one month at the latest. 

• If our information is found to be incorrect or out of date, we will update it promptly. 

• If any individual about whom we hold data has a complaint about how we have kept their 
information secure, or how we have responded to a subject access request, they may 
complain to the Information Commissioner’s Office (ICO). 

GDPR 

We comply with the requirements of the General Data Protection Regulation (GDPR), 
regarding obtaining, storing and using personal data. 

This policy was adopted by Performance II  on 1 July 2017 

Signed on behalf of the Committee by: 

Signature…………Gina Odey…(electronically signed)……………………. 

Name in Capitals…………………………………… 

The policy has been reviewed by the Management Committee on: 

Date……July 2017…………….. 

Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2017): Safeguarding and Welfare 
requirements: Child Protection [3.4-3.8] and Suitable People [3.9-3.13]. 


